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CHAPrER I 
INTRODUCTION 
Statement of the Problem 
The study of the eff'ectiveness of the secretarial procedures 
course at Colby Junior College., New London., New Hampshire., was undertaken 
for two purposes: (l) to determine the extent to which the students 
benefited from the course; and (2) to provide a basis for improving the 
course .. 
Analysis of the Problem 
To achieve the primary aims of this investigation, the following 
problems were considered: 
1. To determine through a survey of the graduates the frequency of 
use of the lmowledges and skills learned in the classroom in the daily 
work of the graduates. 
2. To find the amount of difficulty experienced when the lmowledges 
or skills learned in the course were first used., 
3. To ascertain the knowledges and skills not adequately covered 
in the course., 
4. To discover whether or not the required shorthand and typewriting 
rates were adequate for beginning positions. 
5.. To determine whether or not the graduates were employed in small 
or large offices. 
Boston Un1versit1 
School ot Education 
Library 
6. To discover the problems which caused the gra.d:uates di.fficul.ty 
when they began to work. 
7. To learn what knowledges or skills o£ the secretarial procedures 
course were considered to be the most important. 
8. To determine whether the fast~ average, and slow learner were 
adequately challenged. 
9. To ascertain whether or not the course in secretarial procedures 
was considered a necessary part of the training of the graduates and to 
obtain suggestions for improving the course. 
10"' To determine whether the graduates were able to adjust readily 
to the business world as evidenced by the number o£ positions held since 
graduation and through a study of other factors. 
Justi£ication of the Problem 
One of the functions of a secretarial program is not to fall behind 
1 
the rapid.J.Jr changing pace of the business world. Strony emphasizes this 
point when she states that although :maey in-service training programs are 
of'.fered3 business would like to have workers keep up with these changes 
by being adequately trained before they enter the labor market. 
In addition to meeting the needs of industry, the needs of the 
2 individual must be considered. Lee, while writing on the development 
of the junior college, summ.arizes this e.f£ectively as follows: 
1Strocy3 Madeline s., "Plans Ahead in Secretarial Program.s 3 21 !!!! 
American Business Education Yearbook, Somerville, N. J., 1957, p. 212<& 
2Lee, Dorothy E"'' uHistorica.l Development From Colonial Times," !!:! 
American Business Eduoation Yearbook, Somerville, N. J.,, 1957, p. 27,. 
2 
., ., • a distinctive feature of most junior colleges is a 
recognition of the fact that a balance with general education 
must be maintained if the graduates are to become employable 
personalities, prepared to serve effectively in business and 
at the same time to 'function as contributing citizens in the 
community. 
A statement written in l1onograph 83 further notes that while it is 
the school's responsibility to do its best to satisfy employment needs; 
its greatest responsibility is to give the graduate the education that 
will enable her to obtain her first job1 to adapt to her vocation., to 
gain advancement in it, and to become a competent citizen.1 
Therefore, recognizing that the graduates of the course are the ones 
most capable of knowing whether they are adequately prepared to meet these 
stated requirements, a survey was made of the graduates who had completed 
the course during the past five years. 
A research of follow-up studies and surveys led to support of this 
2 
as shown by the following statement by House 3 Schwenker 3 and Herman: 
As part of the guidance program in this course, some 
consideration should be given to the adjustment of the 
pupils after they have been placed on a job. The primary 
objectives of the follow-up procedure, however, are to 
provide better instruction and guidance for the pupils 
still in school. 
l(night also adds that the business education graduates are in an 
excellent position to evaluate their college experiences by the following: 
1-~"'l:;"':- "Guidance in Business Education3 11 Monograph~:; South-
Western Publishing Company, Cincinnati., 1953., p., 4. 
2House; Wayne, Harriett Schwenker, and Nona Herman., 11Guidance 
Activities in Secretarial Practice., 11 The American Business Education 
Yearbook., Somerset Press, Somerville, N .. J., 1954, p .. 209 .. 
An excellent. source of ini'orm.ation011 .. • is the business 
education graduate who has been away from the junior college 
for one or two years.. This individual is in a position to 
evaluate his junior college experiences in the light of their 
helpfulness in preparing him for his current position .... 1 
Adding to this preceding information the fact that no previous survey 
of graduates of this course had been made, it appears evident that one 
will assist future secretarial students at Colby Junior College to become 
better prepared to meet employment and personal needs. 
Delimitation of the Problem 
This study was limited to a survey of the effectiveness of secretarial 
procedures course completed by the secretarial science majors who were 
graduated from 1954 to 1958., This study did not include the medical-
secretarial graduates. 
Organization of the Study 
Chapter I, the introduction of the study, includes the statement of 
the problem with its analysis, justification, a.nd delimitation. Clt..apter II, 
the review of related literature, is composed of a historical development 
of secretarial procedures and a brief history of Colby Junior College. 
The method of procedure followed in setting up the study is described in 
Chapter III.. Chapter IV contains the tabulations and analyses acquired 
from the survey concerning the effectiveness of the secretarial procedures 
course.. Chapter V is composed of the findings of the study.. The 
recommendations for improving the secretarial procedures course at Colby 
Junior College are presented in Chapter VIe 
lKnight,~~ Kenneth,~~ 81Special Problems Related to Guidance in the Junior 
College," .!!:! American Business Education Yearbook, Somerset Press, 
Somerville" N. J .. " 19 Sli, Pe 130 e 
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CHAPTER II 
REVIEW' OF RELATED LITERATURE 
Historical Development o£ Secretarial .Procedures 
This chapter will trace brie£ly the development o£ the course· 
entitled secretarial procedures. The subject is known by :many di:t:terent 
names: secretarial practice., clerical practice., o££ice training_, and 
of£ice practicee 
Although business training in the United States dates back to the 
colonial days$ the course in secretarial procedures is comparatively 
recent in origin with most o£ its development made during the twentieth 
century,. Knepper1 .finds that bookkeeping was taught in Ply.rnouth in 16.35 ~ 
and that by 1652 writing and casting accounts were being taught in Ipswichu. 
Bookkeeping.~~ penmanship., and arithmetic .fo:r.m.ed the business training o.f 
the colonial days. Training for business other than incidental instruction 
in the above listed subjects was accomplished by the apprenticeship 
2 
method according to the following statement by Lee: 
While the training available :tor businessmen of colonial 
times was meager, business occupations of the period did not 
require highly trained pro:tessional personnel. Business 
activities were in the hands o:f individual owners and were 
not of a complicated nature. 
lxnepper, Edwin G., History 2!. Business Education in United States, 
Edwards Brothers, Inc.,, Ann .Arbor, Iti.chiga.n,~~ 1941, p .. ~ 
2:tee, Dorothy E., nHistorical Development From Colonial Tim.es,u .!!:!! 
American Business Education Yearbook, 1957, Somerset Press, Somerville, 
N .. J .. .~~ p., 16. 
The same three subjects continued to be offered during the 18003s; 
but Knepper1 discovered that by mid-century business training had 
broadened to include more general business information which bordered 
close to the field of cle:r:·ical training.. This is the .first indication 
of generalized office training beyond the three business subjects taught 
during the past century .. 
Following the Civil. War., the country began to change from an 
a.gricul.tural to an industrial economy and emphasis was placed on l.arge-
scale business enterprise.. This explains the demand for more uniform 
business training which was brought out by Lee2 as follows: 
The growth of business enterprise made apparent the 
significance of the services of businessmen to the welfare 
o:f the nation.. It became evident that such businessmen 
needed something more in the way of training than had 
previously been available.. Large-scale industry demanded 
managerial talent with a broad understanding of the economy 
as well as training in the teChnical aspects of business 
activity.. It became the task of colleges and universities 
to prepare men to meet this neede 
6 
The four commercial subjects listed in the Report .2£ ~Board .2f 
Education £2:: 18632 New Haven.~~ Connecticut., were bookkeeping, commercial 
arithmetic, penmanship, and business forms.. The latter subject which was 
taught on an individual basis rather than to a group, was another early 
approach to clerical training; the content included the making of common 
business forms of the day, according to the following description by Kneppera3 
lKnepper, .22• 2•" Pa> 18e 
2Lee, ~· ~ .. , Pe 20e 
%nepper, .2E• ~10, P10 2710 
An example of this type of offering was the work offered 
in a text called~ Clerk1s Magazine, which provided the 
student with samples of all forms of business papers from 
assignments 9 affidavits :J bills of exchange, to promissory 
notes, releases, trusts, and wills. Of the same general 
nature tvas a work B .. F .. Foster called~ Clerk's Guide3 or 
Commercial Instructor, designed for 11 specific purpose of 
instructing the young merchant in the practical management 
of his business.,11 
In 1873, a course entitled office practice was offered by the commerce 
department of the Pittsburgh Public School system, which was considered 
to have the most advanced curriculum for commercial education available 
at the time.. The course strongly resembled our present day work-
experience progl:'am in the way that the students were required to work 
in o.ffices e The following statement describing the course 1 is from the 
annual report .. 
An elaborate system of offices was provided for practice .. 
These included a post office, a transportation office, a real 
estate office, and a student bank.. Each pupil was supposed to 
do satisfactory work in each of these offices before he could 
be groadua.ted. 
Of the three major business subjects known today--bookkeeping, 
typewriting, and shorthand--bookkeeping is the only one to have come 
directly from colonial days; the other two appeared in the latter half 
o.f the nineteenth century.. The increased use of the typewriter in the 
eighties led to the enrollment of a few women in business training courses. 
2 Mara tells us that women typewriters, as the typists were then called, 
~fth Annual Re ort o.f the Superintendent of Public Schools of 
Pittsburg!!~~ Year Ended Sept .. .!a 18'73., p .. 56, as quoted 
by Edwin Knepper" "Historical Development of the Business Curriculum," 
The American Business Education Yearbook, 1947, Somerset Press, Somerville, 
i:-J .. , p .. 45 .. 
2Mara., Maura, uonce Upon a Typewriter," Today1 s Secretary, vol .. 61, 
April 1959, p .. 30 .. 
7 
were earning $6 a week and by working hard could expect to earn $20 .. 
Typewriting was quickly .followed by the introduction of Gregg shorthand, 
or phonography as it was first knom.. Although various systems of 
shorthand had been in existence since colonial days, they were for the 
most part, for personal use by ministers, politicians, and authors .. 
With the introduction of Dr., Gregg's system in 1893, shorthand became 
the business necessity as we lmow it today. 
For two and a hal.f' centuries the progress of business education had 
been slow; but at the turn of the twentieth century, it began to pick up 
speed and to move forward rapidly.. The majority of trainees enrolled in 
shorthand and typewriting became women., Then, even though they were 
considered the cause of speculation, the number of women employees grew 
.from 7 ,ooo in 1870 to 200,000 in 1900.. Women continued to replace men 
in stenographic and typing positions until in 1910 only one-sixth of 
these positions were occupied by males.; the number dropped to one twenty-
fifth in 1930 .. 1 
Early in the century business education split in two directions, 
bookkeeping and stenogr;-a.phic.. Although there were no hard and fast rules, 
men continued to choose the bookkeeping courses a.s they had since colonial 
days, and women pursued the newer stenographic field. 
Puckett2 reports that schools of business were established on the 
university level by the Universities of California and Chicago. He adds 
1 
, 
111919 to 1958: These Were the Years When., .. 
Toda.y'_s_S~e-c_r_e"i"'ta.ry, vol .. 61, April, 1959, P• 41 .. 
2Puckett, Cecil, "Business Curriculum Practices on the College and 
University Level, 11 American Business Education Yearbook, Somerset Press, 
Somerville, N. J .. , 1947, p .. 217. 
8 
that during the 15 years after 1900, 25 universities developed successful 
schools or divisions of business instruction .. Among them were these: 
vtisconsin, Dartmouth, Harvard, and Illinois.. By 1920, business training 
in colleges became a matter of course; and improvements were made such 
as raising standards~ adding courses, and granting graduate degrees. 
Two separate investigations o£ particuJ.ar interest to the secretarial 
procedures area of study were conducted in Boston in 191.3-14 by the 
Women 1 s Educational and Research Department and the Boston Chamber of 
Commerce.. The following statement by Thompson concerning the first report 
indicates that schools were offering adequate training in the three skill 
subjects--stenography, typewriting, and bookkeeping but were lacking in 
1 training of personality and technique"' 
In the case of office service3 the investigator finds 
that the chief business needs are personality and teChnique. 
Personality is fundam.ental3 as it is the initial test to 
which the girl applying for a position is put~~~ Students 
inherently lacking personality should be directed through 
vocational guidance to some other occupation.. Technique 
is best secured through part-time arrangements with business 
houses .. 
In the second investigation, the Boston Chamber of Commerce examined 
the products of the schools by means of vocational histories of men and 
women employed in the city.. After an analysis oi' t.he interviews., Thompson 
makes another comment on the employees' lack of training in personal 
qualities. 2 
l.rho:m.pson., Frank Victor, Commercial Educat.ion in Public Seco~ 
Schools., World Book Company, Yonkers-on-Hudson, NewYork, 1916, p:?; 
2~ .. ., p .. 67-68. 
9 
.. .. .. it is interesting to note that the main cr:i:ticism. 
is directed toward deficiencies in the three R's. There were 
forty-six who made thi.s complaint and o~ five who fo1.m.d 
objections to the resul.ts obtained in stenography.. Mar.tf 
employers mention defects in moral and personal qualities 
and counsel the schools to pay more attention to the devel-
opment of business character .. 
Thompson1 in the final analysis and comparison of these reports gives 
the following strong argument to support actual office training: 
.. .. a an opportunity for pra~tical work is probably the 
prime essential in all kinds of vocational education.. The 
medical student has hospital practice; the normal school 
pupil is given practice teaChing; the trade sChool student 
works in a school shop under real conditions.. Theoretical 
training attempted at preparation for e:n:y definite end without 
full opportunity for practice has proved unprofitable .. 
He proposes secretarial procedures as a definite course in the 
ourriouJ.um when he makes this declaration: 
...... every commercial course, whether that o£ one 
year v s duration or that of four, shouJ.d have an intensified 
period, immediately before the student expects to go into 
commerce, where the aim, methods, and experiences are 
primarily, and perhaps almost exclusively chosen of the 
business2 environment into which the studenii will shortly be sent., 
The next milestone was reached following World War I. Previous to 
19~ women had been pioneers in the field, were often ignored, or just 
tolerated.. During the War, women became firml:y entrenched in business 
and they were in it to stay.. The working woman was collecting a pay clleck 
10 
of ~~16 weekly with the possibility of earning up to $40 as a private secretary-til 
Today•s Secret~ explains her place more f~ in the following paragraph: 
The small but hardy band who had been working be.f'ore the 
war were joined by thousands of women who entered the field 
for patriotic reasons., Once these, too, had their first real 
taste of the triple allurements of independence, a feeling o.f' 
usefulness, and the weekly pay check, they found themselves 
in no way inclined to give it all up., When the war was over, 
they held their ground., In the years of the Great \iar 11 American 
women had both found and proved themselves in business. 
By 1922 11 due to the .feminine invasion in the business world and to 
employee and employer surveys, office practice had established itself as 
a necessary course in the high school curriculum. 1 Tonne reveals 
that 7, 721 students were enrolled in it that year; the number increased 
to 72 11072 in 1934., During the twenties, office practice was considered 
a finishing course for stenographic students., The content mainly included 
filing and an acquaintanceship with a few business machines that were 
considered antiquated in some cases. Holmdahl discovered in a study made 
during the thirties that 90 per cent of office practice teachers had 
broadened their course content to include a third area of training--
2 
personal habits, character traits, and business ethics. She points out 
that, urn the majority of schools there is little possibility of acquiring 
skill in any of the office duties because of the limited amount of time 
devoted to individual topics and m.achines.,n She found that the mimeograph 
was the most frequently mentioned piece of school equipment,; the calculator 
and adding machine ranked next. 
1Tonne, Herbert A., Business Education, Basic Principles~ Trends, 
The Gregg Publishing Company, New York, 1939, p .. 8. 
2Holm.dahl, Ruth, ~Teaching fl! Office Practice!!!~ Public Schools 
of the United States, Master's Thesis, University of Southern California, 
'1931.1' as quoted by Benjamin Haynes and Jessie Graham.!' in Research in 
Business Education, Art Jones Printing Co., Los Angeles, 1932 .. 
ll 
• The junior college came into existence during the twentieth centur.y 
but did not grow rapidly until the period following World War I. In 1922 
there were 207 junior colleges with 16,0.31 students; in 1955, there 
were 581 listed schools with 700,000 registered students. Secretarial 
training was offered in 273 of these colleges. The estimated enrollment 
for junior colleges for 1970 is 2,ooo,ooo. Twenty per cent of all junior 
college students are secretarial students. 
1 
While Tonne states, ttthat the actual business courses in junior 
colleges are not markedly different from those in a senior high school 
or the collegiate school of business,•• Sister Mary ImmacuJ.ata, 2 in her 
follow-up study of students at Mercy Junior College in Cedar Rapids, 
Iowa, discovered that the junior college graduate advances as fa:r: in two 
years as the high school graduate does in five., She found that 90 per 
cent of the graduates were employed, had advanced more rapidly, held 
higher positions., and received twice as many promotions as the high school 
graduates., 
The junior college has been, and is, of definite value in the training 
of woman in business.. It offers her an excellent integration of general 
education with business skills which is necessary for knowledge, under-
standing, and judgment. Green3 from 1•1ichigan State University supports 
this with the following comments: 
1Tonne, 2.12• _ill .. , P• 284 .. 
2
:rmma.culata, Sister Mary, 11 Junior Colleges, 11 Bogue, Jesse P., American 
Business Education Yearbook, Somerset Press, Somerville, N. J., 1957, p .. 311. 
3areen, Helen, II Two-Year Secretarial Terminal Curriculum," Journal 
of Business Education.~~ vol., .32, May, 1957, p .. 353. 
'We believe that the two-year graduates have gained much 
from two years of college preparation, from two years o:f 
participation in college activities, and :from living, as a 
rule,~~ in some sort of college housing--in addition to acquiring 
certain office skills, know ledges and basic concepts.. .., .., It 
meets an ever-increasing need to those wanting a taste o:f 
college and vocational competency in less than four years. 
Many are putting their husbands through a master• s or doctorate 
program.., 
Bogue emphasizes the fact that although general education greatly 
improves the secretarial student, it should not be substituted for training 
in skills in this following statement: 1 
There is no thought in the junior colleges that general 
education can take the place of specialized subjects in 
business or that it can serve as a substitute for necessary 
skills.. The point of view is that both are necessary and 
that neither can be neglected. 
He continues by saying that many students who have had an introduction 
to the liberal arts included with their specialized training continue on 
after their entrance into business by enrolling in night courses or by 
doing independent study for advancement, self-improvement, or enjo:yment. 
Even though the thirties were depression years, two million women 
were employed in stenographic and typing positions.. In spite of the :fact 
that business teachers were giving more attention to personality and 
character training in secretarial procedures courses, a great deal of work 
remained to be done., Nichol~:? reports this criticism. by businessmen when 
he relates the episode about Beck, Personnel Director of the New York 
~ogue, Jesse P .. , "Junior Colleges,u American Business Education 
Yearbook, Somerset Press, Somerville, N.., J .. , 1957, P• 305., 
2Nichols 11 Frederick G .. , Commercial Education !!: ~ ~ School, 
De Appleton-Century Company, Inc. 11 New York and London, 1933., P• 1.33. 
1.3 
Stock Exchange; Beck was invited to speak at an important meeting ot 
commercial educators in 19 30. Since he did not trust his own experience, 
he sent letters to other businessmen., The criticisms of the 80 who 
replied were considered ver.y significant and later were printed and 
distributed by the American Management Association.. One of the deficiencies 
criticized in the commercial curriculum was the teaching of antiquated 
methods of office work, which Nicholl? brings up in the following statement: 
Ten letters contain the suggestion that there should be 
frequent surveys of ·business.. Ten urge business experience 
and direct contacts for commercial teachers to bring them into 
line with modern business methods .... Thus it would appear that 
these men believe that high school commercial graduates can 
be made to function more satisfactorily and more speedily by 
modernizing the skills and office procedures taught. 
2 Nichols reveals that most of these 80 employers found the product of 
the commercial departments very much la.cld.ng in 11ma.ny of those sterling 
personal quali tiesn which are so essential to a:rry high degree of success 
in business.. The personal qualities that he found repeated he summarized 
in the following list of personal traits: 
1. Interest in work 
2. Sense of responsibility 
3.. Occupational sta.bili ty 
4.. Am.bi tion to get ahead 
5. Willingness to do new work 
6.. Promptness in meeting responsibilities 
1.. Neatness in work 
8. Broad powers of understanding 
9.. Honesty in all relationships 
10.. Observing and qu:ick to sense situations 
11.. Resourceful in developing new procedures 
l:rbido, Po J.43., 
-2Ibid .. , p .. 158., 
-
12"' Accurate in computations, statements, etc .. 
13.. Industrious and capable of working hard 
14.. Pride of workmanship in the performance of all duties 
1.5.. Concentration on tasks in hand 
~6. Thoroughness in handling all assi~ents 
17 s Initiative in finding things to do 
The employers• criticisms of the thirties were soon forgotten and, 
"The secretary not only survived the depression (as she has everything 
else) but her numbers rose and her responsibilities expa.nded.112 She was 
ready to meet the next crisis of the country: World War II. Her services 
were very much in demand as Toda.y1 s Secreta.ry3 points out: 
"' • "' the demand for manpower dwindled and business 
boomed. Frantic calls were issued early in the Forties for 
secretaries, stenographers, file clerks, and typists by such 
organizations as the Civilian Defense Volunteer Office, the 
Red Cross, Selective Service (Draft Boards, the Health 
Department, the Civil Air Patrol, and the American Women• s 
Voluntary Service. 
The article goes on to relate that in the five years between 1940 
and 1945 9 the female labor force rose from. 14 million to 20 million; the 
largest single group of women workers (9 .5 per cent) was in secretarial 
work and the pattern changed to include many wives and mothers. 
By the fifties, the secretary had achieved a professional standing. 
There were 108,201 high school students enrolled in the office practice 
course.. The beginning salary was $60-70 a week and rising. Many 
secretaries had worked up to having secretaries of their own, the term 
executive secretary had become common., executives were beginning to own 
2Today« s Secreta!y, ~· ~ .. , P• 41. 
3Today1s Secretary:, .!2.2• ~ .. 
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up to the fact that they were depending on their secretaries for ideas, 
inspiration, and advice.,1 A startling change had been discovered 
according to a survey completed by Forttme Magazine2 --working wives 
outnumber bachelor girls more than two to one.. .Alpert3 affir.ms this 
fact by the statement that, "Woman still has her place in the home., but 
she no longer needs to sit in it twenty-four hours a day.. .. e aa This :means 
that many mothers of school children are finding themselves looking for 
spare-time jobs and are finding their wa.y into office worke Alpert .feels 
that this new role for women can be accomplished without neglecting 
children and can often prove helpful in understanding their problems., 
A recent study in Michigan showed that mothers who worked 
part time were more likely to arrive at a satisfactory solution 
to that trickiest of human problems--the parents• relation to 
an adolescent child., And a good many adolescents lodged a 
corroborative complaint--that their full-time mothers were too 
prone4 to pry into their affairs and to live vicariously through them., 
With her new position established, the secretary acquired more 
responsibility., The secretarial duties increased from the early ones of' 
typing, taking dictation, and transcribing, to include a.eything as well 
as everything. Toda:y8s Secreta:ry5 shows this with a list of' typical. duties 
and responsibilities: 
l.rodaya s Secretary,~·~ .. , p. 42e~ 
2As stated by Madeline s. Strony in "Plans Ahead in Secretarial 
Programs,•• American Business Education Yearbook, Somerset Press,~~ 
Somerville., N. J.,, 19:$7, P• 212., 
.3Alpert, Hollis., "Organization Woman,tt Cba.r.m., vol., 91, September 1959, Pe 127e 
4Ibid .. , P• 127 .. 
-
0 0 .,handling and answering mail., making appointments., 
booking travel reservations (and often going along on business 
trips)., :meeting, warding off 3 or rerouting callers 3 :making 
out checks, writing publicity and advertising copy3 re:m.inding 
the boss of his wedding anniversary., getting up dentist 
appointments, buying Christmas presents for his cbildren0 o 0 
providing a buffer zone--taking it upon themselves to fend 
off a:ny and all annoyances.. Thus the boss has freedom. to 
direct all his energj.es to top level matters. 
The employer of the fifties needs and expects an employable 
personality as well as employable skills.. Casebier, in a study made of 
secretarial activities in l9571made some interesting discoveries. 
Secretaries engage in 47 different activities in 50 days' time with 72 
per cent of their time spent in the performance of the following ten 
1 
major activities: 
Activity Per Cent of Time 
Typing (copy work) 16 
Transcribing shorthand ll 
Taking dictation 8 
Taking breaks 7 
Using telephone 1 
Handling mail 7 
Conferring with supervisor 4 
Filing and finding 3 
Preparing for work and closing 3 
Composing and typing letters 3 
She continues by saying that typing takes up one -third of the total 
work day.. She discovered that there are two added activities consisting 
of conferences with supervisor., and preparing for a. day• s work and for 
closing. The two main causes of problems and anxieties were supervisor 
working conditions and interruptions. 
lcasebier, Eleanor, u Profile of a Typical Secretary, 11 Business 
Education World, vol .. 39 3 October, 1958, p .. 27. 
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Secretarial procedures needs to have more realistic content. Strony1 
stresses this as she discusses varieties of course content in three sChoolse 
• • .secretarial practice in one school might be nothing 
more than duplicating the examinations for the various teaChers; 
secretarial practice in the second school might be about 20 
per cent duplicating work for the office and about 80 per cent 
lectures and general office procedures; the third school might 
be doing a superb job of trying to bridge the gap between the 
regular classroom and the officee 
She maintains that schools must continue to learn from business and 
graduates for the most effective development of their secretarial procedures 
course. She includes such suggestions as calling back to college 
stenographers and secretaries employed in different types of business; 
student interviews of businessmen and women involving writing a letter 
asking for an appointment, or making a telephone call, planning questions 
for the appointment., sending thank-you letters .following the appointment; 
the presentation o.f real office cases involving the making of decisions, 
with a discussion following; showing of secretarial practice films and 
filmstrips and discussions of each; sending questionnaires to graduates 
asking them the three follotv.ing questions:2 
1. what they learned in school that they found helpful 
2. what they are doing on the job that they did not learn in school 
.3. where they think their school should place more emphasis in its 
training 
1strony, 22• ill•.11 p. 219. 
2Ibid., p" 216. 
-
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As business demands change, so must the content of secretarial 
procedures keep up with the demands. It is not a course that is uniform 
l 
as Collins makes clear in the following statement: 
Office practice is not a course for which there are a 
prescribed body of knowledge 3 a specific standard of skill 
attainment, and a method acknm.uledged to be superior. 
Success in teaching office practice, therefore, is likelY 
to be more dependent on the instructoras judgment, ability, 
and knowledge than would be true of some other subject teachers. 
In the twenties, it was considered a course that included filing 
and indexing along with office machines and appliances., In the thirties 
and forties, attempts were made to broaden the course content to include 
a few office procedures, and personality and character training. For the 
2 fifties, Travis summarizes the objective clear:cy- as follows: 
To refresh and increase skills already acquired 
To provide instruction in office procedures, knot1ledges 3 
and skills, which are new to the student 
To develop good personality and character traits 
To integrate the ne'ti and old skills and know ledges so 
that they ma;y be used productivelY in an office 
Today• s teacher of secretarial procedures must use judgment in 
adapting the preceding objective to the needs of students and community, 
the time allotted for teaching, and the equipment available. 
1
collins, Marian Jo, American Business Education Yearbook, Somerset 
Press., Somerville, N. J., 1956, P• 291., 
Zrravis, Dorothy, 11The Clerical Program in the Small High School,81 
.American Business Education Yearbook, Somerset Press, Somerville, N. J., 
1959, p .. LL4. 
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At the beginning of the present age of automation, Har.ms1 predicts 
that tomorrowrs secretary will have the fringe benefits as standard 
equipment.. Production-line techniques, the four-day week, coffee breaks, 
longer vacations, posture chairs, punch-button files, social, cultural, 
and physical activities will all became common practice in the business 
office. 
He continues to say that in spite of the talk about automation, 
there has been a constant increase in office workers in proportion to 
production workers. In connection with this he makes the following 
statement:2 
o o .the office worker of tomorrow will be less of an 
automation (that work will be done by machines) and more of 
a thinker--a person who has to use judgm.errt.. This means 
that in our classrooms we will have to teach more for under-
standing rather than for mere skill operation.. Without a 
doubt, we will have to develop thoroughly in our students 
a sense of the importance of accura.c,y .... Schools can do 
much to condition students to the life in the new offices. 
They may be able to do something to condition them for the 
emotional strain which will be an important factor in the 
future .. 
In three centuries 3 the development of business training., including 
secretarial procedures., has made great progress.. As can be seen by the 
above statement, both can continue to progress.. Business teachers are 
preparing tod~ for tomorrow.. Secretarial procedures can become even 
more important in the curriculum with the expected changes in view. 
The teacher of secretarial procedures must be ready for tomorrow with 
a flexible, progressive program today. 
~arms., Harm, 11Standards for the Office of the Next Decade;u !!'!! 
Business Pro 3:!! ~ Expanding School, Douglas 3 Lloyd V., Chairman, 
Editorial C ttee3 vol. 41, Jan~, 1951, p .. 78. 
2Harms 3 ~ .. ill• 
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History of Colby Junior College 
Since this survey is based on the effectiveness of secretarial 
procedures at Colby Junior College, a brief history of the College follows. 
Colby is located in the New England village of New London, New 
Hampshire. It is near the White Mountains in the Dartmouth-Lake Sunapee 
Region. 
In 1837.? the charter for New London Acad~ was secured from the 
state under the leadership o£ Joseph and Anthoey Colby., Susan Colby was 
the first principal of this school £or girls.,. The Colby family had a 
personal interest in locating the Academy in New London as is e.xplained 
in the ;following statement:1 
Undoubtedly, young Susan Colby was largely responsible 
for arousing the interest of her £ather Anthoey in establishing 
a local academy., She had been educated in the best schools 
of the day and had had among her teachers the famous Emma 
Willard, one of the great figures in the historic struggle 
for women•s rights in education., 
A£ter 1852, the Acade~ established itself as a secondary school and 
was receiving financial support from the New England Baptists., By 187:8, 
the name was changed to Colby Academy, and it became coeducational.,. 
••Throughout the century the school continued its work in good times and 
bad,; and among the graduates of that era are listed~ university presidents, 
industrialists, scientists, missionaries, clergymen, and others ~o have 
attained eminence in American life.••2 
21. 
1 ____ , Colby Junior College Bulletin, vol., 19, September 1 9 19589 P• 7e 
2 
----' Colby Junior College Bulletin, vol .. 203 September 13 19593 p., 6. 
Financial difficulties and the expansion of the public secondary 
schools caused the major change in the life of Colb,y in 1928 when it 
became a junior college. Dr .. H., Leslie Sawyer.~~ who had come to the 
Academy as headmaster in 1922.~~ became the first president and founder of 
Colb,y School for Girls. Four courses were outlined by the curriculum 
committee and adopted by the trustees: college preparatory.~~ first year 
of college3 music 3 and secretarial science.
1 The latter was under the 
direction of M.. Roy London.~~ a former Colby teacher J~ who returned to head 
the department.. He remained with the College until his retirement in 
June, 1958. 
The final change in name to Colby Junior Colleg-e for Women wa.s made 
in 19.32 when Colby requested and received the right to grant the degree 
of Associate in Arts .. 
Courses were added to take care of the rise in enrollment during 
2 
this period as can be seen in the following list: 
The college catalogue specified accounting.~~ anat~.~~ 
art.~~ biologya business administration, cal.culus3 chemi.stry1 
economics 1 English ethics, French_, geometry,~~ German, history 1 
Latin, mathematical analysis.~~ musica office training, 
philosophy_, physical education.~~ secretarial practice.~~ 
sociology and stenography .. 
Colby was one of the first schools to initiate the medical-secretarial 
program in 1934:3 
laowe.~~ Henry K .. , ~First Century: .2f Colby, Harvard University Press, 
Cambridge, Mass .. , 1937.~~ p., 279. 
2Ibid .. .~~ p.. 386. 
-
22. 
3 3 Unpublished news release from the files of the Public 
Relations Department, Colby Junior Collegea !'lew London., N .. H .. ., March 21., 1948. 
..... The progt>am was begun in 1934 largely because 
President Sa~~er~ whose father had been a country doctor, 
remembered the numerous tasl-cs· with which an efficient 
secretar,y-technician might have assisted,. A later survey 
indicated that in 1934 only three other junior colleges 
in the country offered such a course,. 
Medical-technology, medical record administration, and technical 
secretarial programs were added in rapid succession. 
Dr .. 15ugene M .. Austin became the second president of Colby in 1955 
upon the retirement of Dr. Sawyer,. Austin emphasizes the importance of 
the teacher in the Colby way of living in the following statement: 
It is our task on this campus to help our students 
discover themselves, to help them deepen their own intellectual 
and spiritual insights~ to train them to ask the right questions 
in order to find their way to the answers that are right for 
them.. To accomplish our purposes successfully we try to keep 
the classes relatively small, maintain personal fSfulty-student 
relationships and offer guidance without coddling,. 
2 The purpose of the College as is stated in the 1959 catalog follows: 
This college seeks to provide the student with some 
knowledge of herself, o! the world around her, and o! the 
ideas that have shaped her cultural heritage. Its courses 
of study and extracurricular life are directed toward a 
central purpose: To develop the aptitudes and the insights 
of the individual student,. At the completion of her course 
of study the student should be prepared to go on with her 
education, to find rewarding employment, or to take her 
place in home and community life,. 
Colby has developed in many wa;ys since 18,38. 81 The campus has been 
expanded from two to seventeen buildings and the student body from 49 
1Austin, Eugene M .. , "from the President,11 Colby Junior College 
Bulletin, vol,. 19, Ma.y 9 19 59 9 p,. 1,. 
p.. 5 .. 
2 _____ , Colby; Junior College Bulletin, vol,. 20 :P September, 1959, 
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l 
to 525 students. • •" It is hoped that this survey of the graduates of 
the secretarial curriculum over a five-year period will help to indicate 
that the secretarial science curriculum as well as the course, secretarial 
procedures, is contributing to the development and growth of the College 
as well as meeting the above stated purpose. 
p. 5. 
1 
____ , Colby Junior College Bulletin, vol. 20, September, 1959, 
CH.A.PTER lli 
:METHOD OF PROCEDURE 
The procedure used in gathering the data for this survey was as 
follows: 
1.. The suggestion of the survey resulted from a discussion at a 
department meeting with the President and the Dean of the College .. 
2., A questionnaire and a letter of transmittal were developed in 
consultation with the director of the study and circulated for approval 
to the secretarial science department members of the College. 
3.. The revised questionnaire and letter of transmittal were sent to 
268 secretarial science graduates of Colby Junior College who had 
completed the secretarial procedures course from 1954 to 19$8., 
4.. Four weeks later, a follow-up postal card was mailed to l$0 
graduates who had not returned the questionnaire" 
$. The data from the questionnaire were tabulated and summarized. 
6. Related literature and research studies concerning the historical 
development of the course, secretarial procedures, were reviewed to 
provide background for the study., 
7.. Conclusions and recommendations were made and may be found in 
Chapter VI .. 
In Part I of the survey form, the graduates were requested to indicate 
the frequency of use of the knmvledges or skills in their daily work. The 
knowledges and skills were divided into the areas of typing, banking, 
machines, filing, andmiscellaneous office activities. The list of 
knowledges and skills were compiled from the course content, suggestions 
made by department members and director of the study, and information 
received from graduates who had completed the course. 
The graduates were also asked to indicate the amount of difficulty 
that they experienced as beginning workers in using the knowledges or 
skills in each area. 
Part II of the survey was made up of questions intended to help 
determine whether the standards of the course were meeting the objectives 
o:r the graduates as "tvell as the standards o:r business. This information 
should prove o:r value to all instructors in the secretarial science 
department as well as the instructor of the secretarial procedures course. 
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CHAPTER IV 
ANALYSIS AND INTERPRETATION OF DATA 
The results of this survey to ascertain the effectiveness of the 
secl"etarial procedures course at Colby Junior College are tabulated 
and analyzed in this chapter.. Questionnaires were mailed to 268 alllill.nae 
that were graduated during the five-year period .from 1954 to 1958; 
returns were received .from 164, or 61 per cent. 
Table I lists the number and per cent of returns by the year of 
graduation.. The highest percentages of returns were .from the classes of 
1951 and l958,with 15 and 78 per cent, respectively. 
TABlE I 
RETURNS FROM QUESTIONNAIRES BY CLASSES 
Number Number of Per Cent of 
Year Mailed Returns Returns 
1958 45 35 78 
1951 61 46 15 
1956 54 25 46 
1955 h4 22 50 
1954 64 37 58 
Totals 268 164 61 
The knowledges and skills that the secretarial procedures course 
aims to develop include the areas of typing,~~ banking, office machines .11 
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.filing, and miscellaneous activities perf'ormed in the office.. In Table II, 
all of the knowledges and skills have been ranked according to the 
frequenc,y of use. The rank was determined by the number of respondents 
that reported the use of' the specific knowledge or skill in their daily 
work,. 
Space was available for the listing of additional knowledges and 
skills perf'ormed by the respondents which were either not mentioned on 
the check list, or not taught in the course.. Eleven additions were made., 
Five included specific brand names of photocopy machines, other than the 
Verifax., Other knowledges and skills listed by one or two respondents 
were: operation of the teletype and multilith, typing minutes of 
meetings., keeping employer's budgets., drawing graphs, and interviewing 
job applicants. 
The 13 knowledges and skills that were used frequently by 51 to 87 
per cent of the respondents were: proofreading, answering the telephone, 
using correct spelling., using correct punctuation, making local telephone 
calls, typing multiple carbon copies, transcribing from shorthand notes, 
.filing alphabetical~, making long distance telephone calls, sorting 
mail, meeting callers, t,yping handwritten letters, and keeping employer's 
appointment calendars., 
The next nine most frequently used knowledges and skills as reported 
by 35 to 50 per cent of the gaduates included: typing rough drafts, 
filing by subject, using electric typewriter, typing reports., typing 
tabulations, ordering supplies, making appointments, sending telegrams» 
and composing letters .. 
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It is interesting to note that only three knowledges and skills 
listed by over 50 per cent of the respondents included the basic office 
skills, typing, and shorthand. This emphasizes the fact that a secretary's 
work is varied and that it includes more than routine jobs of typing, 
dictation, and transcription. 
The know ledges and skills listed on Table II that were used the 
least as reported by one to 10 per cent of the respondents were: 
making out payrolls, typing legal for.111s, using legal vocabulary, typing 
graphs., using information on agency, taking dictation at the typewriter, 
operating the addressograph, using information on bailments., and operating 
the Flexowri ter. Since most of these knowledges and skills are used by 
typists., file clerks, machine operators, and general office workers, this 
information supports the fact that Colby graduates usually obtain 
positions that are stenographic or secretarial in nature. 
Rank 
1.,0 
2.,0 
3 .. 0 
4.0 
5 .. 0 
6.,0 
7 .. 0 
8.,0 
9 .. 0 
10.,.0 
11,.0 
12.0 
13.,0 
14.,0 
15 .. 0 
16 .. 0 
17 .. 0 
18.,0 
19.,0 
20 .. 0 
21.,5 
21..$ 
23 .. 0 
24 .. 5 
24 .. 5 
26 .. 0 
27 .. 0 
28.,.0 
29 .. 5 
29..5 
31 .. 5 
31 .. 5 
TABlE II 
TOTAL FREQUENCY OF USE OF T"".t:IE K.L'\TOWLEDGES AND SKILLS 
LEARNED UJ THE COURSE 
Knowledge or Skill Number 
Proofreading 142 
Answering the telephone 140 
Using correct spelling 139 
Using correct punctuation 134 
Making local telephone calls 124 
Typing multiple carbon copies 122 
Transcribing from shorthand notes 120 
Filing alphabetical~ 116 
Making long distance telephone calls lll 
Sorting mail 105 
Meeting callers 97 
Typing handwritten letters 89 
Keeping employer• s appointment calendar 84 
Typing rough drafts 81 
Filing by subject 80 
Operating electric typewriter 76 
Typing reports 71 
Typing tabulations 66 
ordering supplies 63 
Making appointments 60 
Sending telegrams 51 
Composing letters 51 
Typing file cards and labels 55 
Typing mimeograph stencils 47 
Typing master stencils 47 
Typing printed forms 46 
Making travel arrangements 44 
Typing bills, invoices., and purchase orders 39 
Coding 38 
Filing numerically 38 
Operating the SoundScriber 37 
Operating photocopier (Verifax) 37 
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Per Cent 
87 
85 
85 
82 
76 
74 
73 
71 
68 
64 
59 
54 
51 
49 
49 
46 
43 
40 
38 
37 
35 
35 
34 
29 
29 
28 
31 
24 
23 
23 
23 
23 
Jl. 
TABLE II Cont:i.nued 
Knowledge or Skill Number Per Cent 
33-5 !fLaking out checks and balancing checkbook 35 21 
33..5 Typing :manuscripts 35 21 
35eO Preparing deposit slips 34 21 
,36.0 Typing statistical reports 33 20 
.37.0 Operating the liquid duplicator .31 19 
38.0 Operating the switchboard .30 18 
39e0 Filing geographica.lly 29 18 
40.0 Using business ari tbm.etic 28 17 
41.0 Operating the mimeograph 27 16 
42.0 Reconciling bank statements 26 l6 
42.0 Using contract information 18 11 
44.0 Making out pay.r:-olls 16 10 
45.0 Typing legal forms l4 9 
46.0 Using legal vocabulary 1.3 8 
47e0 Typing graphs 10 6 
48e0 Using agency information 8 5 
49.0 Taking dictation at the typewriter 6 4 
50 eO Operating the Addressograph s 3 
51.0 Using bailment information 3 2 
52.0 Operating the Flexowriter 2 l 
In Tables III., IV, and V :P the knowledges and sld.lls of each area--
typing., banking, office machines, filing, and miscellaneous o.tfice 
activities--are listed individually and are further divided according 
to frequency of use in the daily work of the respondents.. The graduates 
l-Tere requested to indicate whether the knowledge or sldll was used 
.frequently, occasionally, or never"' 
Table III indicates that by combining columns 4 and 5 the typing 
duties used .frequently or occasionally were: transcribing from shorthand 
notes, typing multiple carbon copies, handwritten letters, rough drafts, 
reports, and tabulations. These typing duties were reported performed 
80 to 98 per cent of the time, whereas only 2 to 12 per cent stated that 
these activities were never performed., According to this report, it 
appears that the secretarial procedures students should receive thorough 
training in problem typing which involves the use of judgment, in addition 
to training in typing letters. 
Forty to 48 per cent of the respondents indicated that they never 
typed Ditto master stencils, bills, invoices, purchase orders, and 
manuscripts, nor took dictation at the typewriter, while 72 per cent 
reported never typing graphs" The majority of these tasks in offices 
are usually assigned to typists and clerks 'Which again points to the fact 
that the Colby graduate is employed in a stenographic or secretarial 
capacity., 
TABlE III 
TOTAL FREQUENCY OF USE OF TYPING KNOWI.EDGES OR SKILLS LEARNED IN THE COURSE 
I Total of 1 
Total Columns l 
Fre- Knmvledge or Skill (4) + t5) Frequently Occasionall.y 
quency 
No. % I No. % No .. % 
(1) (2) (3) ! (4) (5) 
' 
i 
6.0 Typing multiple carbon copies 151 
t 92 : 
! 
122 74 29 18 
7e0 Transcribing from shorthand notes 146 89 ' 120 73 26 16 
12"'0 Typing handwritten letters 146 89 . 89 54 51 35 
18.0 Typing tabulations 11~5 88 66 40 79 48 
14.0 Typing rough drafts 143 87 81 49 62 38 
17.0 Typing reports 132 80 71 4.3 61 .37 
26.0 Typing fill-in printed forms 128 78 46 28 82 50 
24.5 Typing mimeogra~h stencils 100 61 47 29 53 32 
24.5 Typing master stencils {Ditto) 97 59 47 29 50 .30 
.36.0 Typing statistical reports 97 59 .33 20 64 39 
33S Typing manuscripts 8.3 53 35 24 48 29 
28.0 Typing bills$ invoices, and 
purchase orders 80 49 39 24 41 25 
49.0 Taking dictation at the typewriter 76 47 6 4 10 43 
47.0 Typing graphs .34 21 10 6 24 15 
No. 
3 
6 
18 
12 
13 
20 
24 
55 
65 
58 
69 
74 
19 
ll8 
Nev er 
' J % 
(6) . 
2 
4 
ll 
1 
8 
2 
.5 
.34 
.0 
:5 
2 
.5 
.8 
2 
""' 
""' 
The use of knovlledges or skills in the fields of banking, machines:; 
and filing is shown in Table IV. Banking activities had a lol'l frequency 
of use and were reported as never used by 57 to 68 per cent of the 
respondents. 
In the office machines division:; the electric typewriter, SoundScriber., 
Verifax, and liquid duplicator were used frequently or occasiona.lly by 
over 43 per cent of the respondents, while the Addressograph and 
Flexowriter were never used by over 75 per cent reporting. 
In the area of .filing, only one per cent replied that they never 
used alphabetic filing in their daily work.. Filing by subject was used 
frequently or occasionally by 73 per cent of the graduates. From. 47 
to 61 per cent of the respondents never filed numerically or geographically. 
This indicates that a thorough knowledge of the standard indexing rules 
should be taught in the secretarial procedures course. 
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TABLE IV 
TOTAL FREQUENCY OF USE OF BA...l\JKING, OFFICE MACHINES, Al~D FILING 
KNOWLEDGES AND SKILLS LEARI\lED IN THE COURSE 
Total Total of' Fre- Occa--
Fre- Columns quently sionally Never 
quency Knowledge or Skill (4)+(5) 
No. % No. % No. % No co % 
(1) (2) (3) (4) (.5) (6) 
BANKING 
33 • .5 Making out checks 60 37 3.5 21 25 15 111 68 
35.0 Preparing deposit slips 60 37 34 21 26 16 94 57 
42.0 Reconciling bank 
statements 48 29 26 16 22 13 93 57 
MACHINES 
16.0 Operating electric 
typewriter 114 69 76 46 38 23 43 26 
.37.0 Operating liquid 
duplicator 75 50 31 19 44 31 82 50 
.3lo5 Operating photocopier 13 45 31 2.3 36 22 89 .54 
31,5 Operating SoundScriber 70 43 .37 23 33 20 81 49 
41o0 Operating mimeograph 55 3.3 27 16 28 17 9.3 57 
50.0 Operating Addressograph 21 1.3 5 3 16 10 127 77 
52.0 Operating F1exowriter 4 2 2 1 2 1 139 85 
FILING 
8eO Filing alphabeticallY 151 92 116 71 .35 21 2 1 
15,0 Filing by subject 120 1.3 80 49 40 24 32 20 
29.5 Filing numerically 69 42 38 23 31 19 11 47 
39.0 Filing geographically 53 .33 29 18 24 15 100 61 
The frequenqy of use of miscellaneous office knowledges and skills 
is shown in Table V"' Eight listed as used frequently or occasionally 
by 87 to 97 per cent of the respondents when columns 4 and 5 are combined 
are: proofreading, answering the telephone; using correct spelling and 
punctuation, making local and long distance telephone calls, sorting 
mail, composing letters, and meeting callers.. These were reported as 
never used in the daily work of only one to 11 per cent of the respondents. 
The knowledges and skills reported as never used by over 60 per cent 
of the graduates were of a clerical nature and included: using information 
on contracts, agency., and bailments; making out payrolls; typing legal 
forms; and using legal vocabulary. 
37 
TABlE V 
TOTAL FREQUENCY OF USE OF MISCELLANEOUS KNotVLEDGES AND SKILLS 
LEARNED IN THE COURSE 
l I 
Total Total of 1 Fre- Occa- I 
Fre- Columns quently sionally I Never 
quency Knowledge or Skill (4)+(5) 1 I 
i 
-----
No. % No. % No. % No. % 
(l) (2) (.3) (4) (5) (6) 
~----
5.0 Making local phone call 158 91 124 76 34 21 4 2 
2e0 Answering the telephone 153 9.3 140 85 1.3 8 0 0 
1.0 Proofreading 150 92 142 87 8 5 2 1 
4-.0 Using correct punctuation ll!9 91 134 82 15 9 1 l 
11<110 Meeting callers 11J9 91 91 59 52 32 2 l 
3.0 Using correct spelling 11J1 90 139 85 8 5 1 l 
21-.5 Composing letters 148 90 51 35 91 55 9 5 
10.0 Sorting mail 144 88 105 64 39 24 18 11 
9-.0 Making long distance calls 143 87 111 68 32 20 l.3 8 
1.311>0 Keeping appointment 
calendar for employer 124 15 84 51 40 24 34 21 
19-.0 Ordering supplies lll9 72 63 38 56 34 .36 22 
I 
21.5 Sending telegrams 1 ll9 72 51 .35 62 .37 .36 22 
lu1 20,.0 Making appointments 68 60 .37 51 .31 38 23 
I 
27.0 Making travel arrangements 1102 66 44 31 58 35 52 32 
l~o.o Using business arithmetic I 8.3 50 28 17 55 33 71 4.3 
i 
38 .. 0 Operating a switchboard I 48 29 .30 18 l8 11 96 59 
45.0 Typing legal .forms 43 27 l4 9 29 18 98 60 
I using legal vocabular,y 41 25 8 I 28 102 62 46 .. 0 13 
·I 17 I 
TABLE V Continued 
Total Total of 
Fre- Columns 
Fre-
quently 
Occa-
sionally Never 
quency 
1
. Knowledge or Skill (4)+(5) 
----~------------+l-~o_:._:_%--+_N_o_. ~%_j_N_o_._~%_j_~N-~-· _!_ __ 
(1) I (2) (3) <4> I <5> 
1~2.0 I Using contract information 33 20 18 11 15 9 
44 .o Making out payrolls 22 16 16 10 6 6 
(6) 
110 67 
131 80 
48.,0 Using agency information 11718 5 3 2 13180 
~-~ J Using bailment information ~==2==J =3==2===0=:·_:0=-=I =1~_3=8=--~8=-4_:_ 
In order to find out how thorough a training the secretarial 
procedures students :received and to discover what areas of study needed 
to be considered for further teaching emphasis~ the graduates were asked 
to check whether they experienced no difficulty~ some dii'f'iculty, or 
considerable difficulty when they first used the knotv-ledges or skills 
learned in the course. 
In Table VI, the activities are listed according to the number of 
respondents that reported that they experienced no difficulty when they 
first used the knowledge or skill .. 
Seventy to 92 per cent of the respondents checked ti1at they 
experienced no difficulty when first performing the following: answering 
the telephone; :making local telephone calls; filing alphabetically; 
typing multiple carbons; meeting callers; making long distance telephone 
calls; typing file cards~ labels, reports, and fill-in printed for.ms; 
rough drafts; and sorting mail. 
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Less than 15 per cent of the respondents stated that they met no 
difficulty when .first per.f'orming these activities: operating the switchboard; 
reconciling a bank statement; making out a payroll; operating the 
addressograph,; using information on agency and bailm.ents; and operating 
the Flexowriter. 
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TABLE VI 
TOTAL NUl'ffiER OF RESPONDENTS EXPERIENCING NO DIFF.ICULTY 
IN THE USE OF THE KNOWLEDGES AND SKILLS LEARNED 
IN THE COURSE 
Nmn.ber of 
Ranlt Knowledge or Skill Respondents Per Cent 
1,.0 Answering the telephone 151 92 
2,.0 Making local telephone calls 147 90 
,3..,0 Filing alphabetical~ 134 82 
4 ... 0 Typing multiple carbons 131 80 
5 ... 0 Meeting callers 128 78 
6.0 Making long distance telephone calls 127 77 
7 .. 0 Typing file cards and labels 125 76 
8.0 Typing reports 122 74 
9 ... 0 'l'yping fill-in printed forms 121 74 
10,.0 Typing rough drafts 120 73 
11.0 Sorting mail 117 71 
12 .. 0 Typing handwritten letters 111 68 
13 ... 0 Keeping appointment calendar for employer 101 65 
J.4 .. 0 Ordering supplies 104 63 
15 .. 0 Typing tabulations 101 62 
16 .. 0 Making appointments 98 60 
17 .. 0 Proofreading 96 59 
18 .. 0 Sending telegrams 94 51 
19.5 Transcrib~g fro.m shorthand notes 9.3 57 
19.5 Filing by subject 9.3 51 
21 .. 0 Using correct spelling 91 55 
22...5 Typing master stencils 86 52 
22,.,5 Using correct punctuation 86 52 
24.,0 Typing mimeograph stencils 82 50 
25,.0 Typing manuscripts 11 47 
26 .. 0 Typing bills: invoices:; and purchase orders 76 46 
27 .. 0 Using the electric typewriter 15 46 
28.,0 Making travel arrangements 74 45 
29 .. 0 Filing numerically 67 41 
30,.0 Composing letters 66 40 
TABLE VI Continued 
Number of 
Rank Knowledge or Skill Respondents Per Cent 
31.0 Using business arithmetic 59 36 
32.0 Typing statistical reports 55 34 
33.0 Using SoundScriber 54 33 
34.0 Using the liquid duplicator 52 32 
35 .. 5 Filing geographically 50 30 
35.5 Taking dictation directlY at the typewriter 50 30 
37e0 Preparing deposit slips 48 29 
38.,0 Using the photocopier (Verifax) 41 25 
39.0 Coding 40 24 
40..,0 Making out checks 37 23 
41.0 Operating the mimeograph 36 22 
42.0 Using information on contracts 30 18 
43.0 Typing graphs 29 18 
44.5 Using legal vocabulary 28 17 
44.5 Typing legal f'or.m.s 28 17 
l.t6.o Operating a switchboard 25 15 
47.0 Reconciling a bank statement 22 13 
48.0 Making out a. payroll 20 12 
49.0 Operating the Addressograph 18 11 
50.0 Using information on agency 10 6 
51.5 Using information on bailments 5 3 
51.5 Operating the Fle~writer 5 3 
Table VII shows the amount of difficulty experienced by respondents 
when their typing knowledge and skill was first used., No typing activity 
shows that considerable difficulty was experienced by more than 2 per 
cent of the respondents. Those activities in which 15 to 30 per cent of 
the respondents experienced some difficulty at first were: transcribing 
from shorthand notes, typing tabulations, typing statistical reports, 
cutting :mimeograph stencils., and taking dictation at the typewriter. 
It appears that the majority of graduates had acquired satisfactory 
typing skills. 
According to Table VIII., very little difficulty was experienced 
when the respondents first used their k:nowledges or sldlls in the area 
of banking, filing, and office machines.. No more than 2 per cent 
encountered considerable difficulty in performing activities concerning 
banld.ng3 filing., or office machines.. Operating the electric typewriter 
caused some difficulty to 323 or 20 per cent, of the respondents. Twelve 
to 16 per cent reported that they discovered some difficulty in the 
following areas: operating the liquid duplicator, operating the mimeograph, 
coding, and filing by subject. 
Rank 
(1) 
4.0 
7.0 
8 .. 0 
9.0 
10.0 
12.0 
15.0 
19.5 
22.5 
24.0 
25.0 
26.0 
32.0 
35 .. 5 
43.0 
TABlE VII 
TOTAL AMOUNT OF DIFFICULTY EXPERIEJ.IICED BY RESPONDENTS 
WHEN TYPING SKILL WAS FIRST USED 
No Some 
Knowledge or Sld.ll Difficulty Difficulty 
No .. % No~~~ % 
(2) (.3) (4) 
Typing multiple carbons 1.31 80 19 12 
Typing file cards and 
labels 125 76 49 12 
Typing reports 122 74 lO 6 
Typing fill-in 
printed forms 121 74 6 4 
Typing rough drafts 120 73 l8 ll 
Transcribing from 
handwritten letters 111 68 20 12 
Typing tabulations 101 62 32 20 
Transcribing from 
shorthand notes 93 57 50 31 
Typing master stencils 86 52 15 9 
Typing mimeograph 
stencils 82 50 24 15 
Typing manuscripts 77 47 10 6 
Typing bills:~ invoices:~ 
and purchase orders 76 46 11 7 
Typing statistical 
reports 55 34 40 24 
Taking dictation 
at the typewriter 50 30 26 16 
Typing graphs 29 18 20 l2 
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Considerable 
Difficulty 
No. % 
(5) 
0 0 
0 0 
0 0 
1 l 
1 1 
l l 
3 2 
4 2 
0 0 
0 0 
0 0 
1 1 
2 1 
2 1 
1 l 
TABLE VIII 
TOTAL AMOUl\J'T OF DIFFICULTY EXPERIENCED IN BANKING_, OFF.J:CE NACHINES 
AND FILING WHEN FIRST USED BY THE RESPONDENTS 
... 
. 
No Some Considerable 
Rank Knowledge or Sld.ll Difficulty Difficulty Difficul-ty 
No., % No., % No .. % 
(1) (2) (.3) (4) (5) 
BANKING 
37.0 Preparing deposit slips 48 29 6 4 0 0 
40.0 I'iald.ng out checks 
.37 2.3 4 2 0 0 
47.0 Reconciling a bank 
statement 22 1.3 8 5 4 2 
MACHINES 
27.0 Operating electric 
typewriter 75 46 .32 20 3 2 
33.0 Operating SoundScriber 54 33 14 9 2 l 
34.0 Operating liquid 
duplicator 52 32 26 16 0 0 
,38.0 Operating photocopier 41 25 5 3 2 1 
41.0 Operating mimeograph 36 22 21 1.3 l 1 
49.0 Operating Addressograph 18 ll 4 2 l 1 
51 .. 5 Operating Flexowriter 5 .3 4 2 l l 
FILING 
3.0 Filing alphabetically . 134 82 8 5 1 l 
19.5 Filing by subject 93 57 20 12 h. 2 
29.0 Filing numerica~ 67 41 6 4 0 0 
35.5 Filing geographically 50 30 .3 2 0 0 
39 .. 0 Coding 40 24 25 15 2 l 
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As shown in Table IX, the use of correct spelling and punctuation 
caused 3 to 5 per cent of the respondents considerable difficulty at 
first, while it was the cause of some difficulty to 25 per cent of the 
respondents. Letter composition was the cause of some difficulty to 
43 per cent of the respondents while 20 to 27 per cent experienced some 
difficulty with proofreading, spelling, and punctuation. Other areas 
causing some difficulty to 10 to 16 per cent of the respondents were: 
using legal vocabulary, making travel arrangements 3 and using business 
arithmetic. 
The foregoing information indicates that the knowledges and skills 
that show a definite need for increased emphasis in class are spelling, 
punctuation, letter composition, and transcription. 
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TABlE IX 
TOTAL AMOUNT OF DIFFICULTY EXPERIENCED IN THE USE OF MISCEI...Lt\.NEOUS 
KNOWLEDGES OR SKILLS "'WHEI\i FIRST USED BY THE RESPONDEl\J""T 
No Some Considerable 
Rank Knowledge or Skill Difficulty Difficulty Difficulty 
No .. % No,. % No .. % 
(1) (2) (3} (4) (5) 
1,.0 Answering 151 92 5 3 0 0 
2,.0 Making local phone calls 147 90 6 4 0 0 
5 .. 0 Meeting callers 128 78 15 9 1 l 
6 .. 0 Making long distance 
phone calls 127 77 10 6 0 0 
11 .. 0 Sorting mail 117 71 1 4 0 0 
13 .. 0 Keeping employer's 
appointment calendar 107 65 6 4 0 0 
14 .. 0 Ordering supplies 104 63 10 6 0 0 
16e0 Making appointments 98 60 7 4 0 0 
17 .. 0 Proofreading 96 59 33 20 3 2 
18e0 Sending telegrams 94 51 14 9 1 1 
2le0 Using correct spelling 91 55 40 24 8 5 
32.,5 Using correct punctuation 86 52 46 27 5 3 
28 .. 0 Making travel arrangementf 74 45 22 13 0 0 
30.,0 Composing letters 66 40 71 43 3 2 
31 .. 0 Using business arithmetic 59 36 26 16 1 1 
42 .. 0 Using contract informatior 30 18 8 5 0 0 
b4 .. 5 Using legal vocabulary 28 17 16 10 2 1 
44 .. 5 Typing legal forms 28 17 13 8 3 2 
4o .. o Operating a switchboard 25 15 12 1 4 2 
48.,0 l"'a.king out a payroll 20 12 6 4 0 0 
50,.0 Using agency information 10 6 4 2 0 0 
51 .. 5 Using bailment informatioiJ 5 3 3 2 0 0 
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In Part II of' the survey, the graduates were asked if they felt that 
there were any knowledges or skills not adequately covered in the 
secretarial procedures course at Colby Junior College.. Seventy-six, 
or 46 per cent, of the respondents thought all areas were adequately 
covered; 5 to 8 respondents felt that more instruction could have been 
given to composing business letters, handling telephone calls, and 
operating the electric typewriter.. One to 4 respondents mentioned 
additional areas that needed to be covered_, as follows: English mechanics; 
technical terminology; business arithmetic; bookkeeping; meeting callers; 
operating the swi tchboa.rd; using the secretary• s handbook; taking 
extensive dictation at high speeds; setting up a filing system; reconciling 
bank statements; machine dictation; operating the adding machine 3 
calculator, and mimeograph; and typing minutes, manuscripts_, tabulations, 
rough drafts 9 and mul·l:iiple carbon copies .. 
In answer to the question, 11Do you enjoy secretarial work?ll only 
6 respondents replied that they did not like the work .. 
With the exception of 15 respondents, all were required to know 
shorthand for the position that they held.. Some respondents stated that 
although shorthand was not required, it was helpful .. 
An interesting point is brought out by 3 of 6 respondents who 
reported that they did not enjoy secretarial work because it was not 
challenging; they also checked that shorthand was not required for their 
positions.. This upholds the fact that the knowledge of shorthand J.ea.ds 
to the more challenging and interesting positions in the business world .. 
To discover whether the shorthand standards required at Colby were 
adequate to meet business standards 9 the respondents were asked to record 
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their highest five-minute shorthand dictation rates at the time of 
graduation. They were also asked whether the attained speed was adequate 
:for their :first position.. According to Table X, 30 graduates, or 18 per 
cent could take dictation at 100 words per minute :for five minutes at 
graduation; 22., at 90.; 219 at 80; and 20 at 120 words a minute. The mean 
speed for the 102 respondents was 97 words per minute e Many could not 
remember their exact shorthand rate, but with the exception of three 
respondents, the attained speeds were adequate :for the job. 
TABLE X 
FIVE-l'O:NUTE SHORTHAJl'D RATE AT'l"'AINED BY THE RESPONDEI\l"'TS 
AT THE TIME OF GRADUA'l'ION 
Number 
Words per minute Reporting 
120 20 
llO 6 
100 30 
90 22 
80 21 
70 1 
60 2 
Totals 102 
Per Cent 
12 
4 
18 
13 
13 
1 
1 
62 
48 
• 
Table XI points out that 28 graduates, or 17 per cent, reported 
reaching a gross five-minute typing rate of 60 words per minute on 
straight copy at the time of their graduation.. Sixteen respondents 
typed at 70 words per minute, and 11, at 65 words. Table XI indicates 
that the five-minute gross typing rate of the Colby graduate ranged 
from 45 to 100 words per minute for five minutes with appro:ldma.tely 
one third of the respondents typing 60 to 70 words per minute. The mean 
typing rate for the 89 respondents was 64 words per minute,. Only six 
respondents stated that their typing speed was inadequate for the job. 
TABLE XI 
GROSS FIVE-MINUJ:E TYPING RATE ATTAINED 
BY THE RESPONDENTS AT THE TIME OF GRADUATION 
Number 
lfords per minute Reporting Per Cent 
100 l l 
90 1 1 
85 2 1 
80 7 4 
75 4 2 
70 16 10 
65 ll 7 
60 28 17 
55 7 4 
50 9 5 
45 3 2 
Totals 89 54 
In order to determine the t:ype of office in which a. Colby graduate 
seeks employment., the questions were asked, ltDid you begin work in a 
one-girl office? If not, how many other office workers were employed?" 
It is interesting to note in Table XII, that although many o.f the graduates 
secured positions in the cities, 70 or 43 per cent, began to work in 
offices employing only one to nine office workers.. Just 15., or 9 per 
cent, were hired by firms employing J.O to 19 employees while 11., or 7 per 
cent, reported beginning work for concerns employing more than 100 office 
workers. 
TABlE XII 
NUMBER OF EMPLOYEBS 'WORKING IN THE OFFICE 
WITH THE RESPONDENTS ON THEIR FIRST POSITION 
Office Employees Respondents 
~="=--= 
1 to 9 70 
10 to 19 15 
20 to 29 7 
30 to 49 7 
50 to 99 7 
100 to 499 7 
500 to 999 4 
Totals 117 
Per Cent 
43 
9 
4 
4 
4 
4 
2 
70 
Ninety-nine, or 60 per cent 3 of the respondents reported recei v:i.ng 
on -the -job training for their first p osi tiona i 48 9 or 29 per cent, 
received training on a succeeding position. 
For the purpose of determining the value of time spent by the 
graduates and the college in finding employment, the graduates were 
asked by how many firms they had been employed since completing the 
course., Table XIII points out that at the time of the survey 9 75 3 or 
46 per cent, of the respondents were still working for their original 
employers; 55, or 34 per cent, were engaged in their second positions. 
Since m~ changed positions because of marriage and continued to work3 
it appears that the time spent in obtaining the initial position is 
important. 
TABLE XIII 
NmrBER OF FIFJIIS WORKED FOR Sil\lCE GRADUATION 
BY THE RESPONDEN'TS AT THE TDlE OF THE STUDY 
Number of firms Respondents 
Totals 
0 
l 
2 
3 
4 
l 
75 
55 
16 
5 
152 
Boston Un1 VElrslty 
School of Education 
Libr'lr;F 
Per Cent 
l 
46 
34 
10 
3 
91 
51 
The tendency of large fir.ms is to start all new office employees in 
similar positions and to promote from within.. In order to <liscover the 
effectiveness of training in enabling the Colby graduates to advance from 
the beginning positions to more responsible and better-paying jobs, the 
graduates were asked the number of promotions they had received at their 
present place of employment.. Table XIV shows that 41., or 25 per cent., had 
received no promotion; 37., or 23 per cent received one; and 29 3 or 18 per 
cent had been promoted ·twice. Respondents receiving no promotion at their 
present place of employment gave the following reasons: (1) they were 
working in one- or two-girl offices lvhere there lias no place of 
advancement3 but added that they had obtained salary increases and 
additional responsibilities; or (2) they had recently been employed by 
the fir.m. Therefore3 it indicates that the training received by the 
graduates enables them to con~ete for promotions3 higher salaries 3 and 
additional responsibilities in the business world. 
TABLE XIV 
NUMJ3ER OF PROMOTIONS CRADUATES RECEIVED 
'WITH THEIR PRESEN'l' FIRM AT THE Tn•:IE OF THE STUDY 
Promotions Respondents 
0 !a. 
1 37 
2 29 
3 ll 
4 2 
5 2 
Totals 122 
Per Cent 
25 
23 
18 
7 
l 
1 
15 
52 
53 
The graduates were asked to list the causes of difficulty when they 
.first began to work. 1-fany f'elt that nothing was difficult. From other 
respondents, a variety of answers was received.. Four major dif'ficulties 
listed by 12 to 28 respondents were: (1) lack of experience; {2) technical 
terminology; (3) learning the business~ and (4) dictation and transcription., 
Since Colby had not required a work experience program for general 
secretarial students until 1959-60~ the graduates from 1954-59 received 
no experience other than that acquired indi~dually during summers or 
vacations. One to 7 respondents reported the f'ollowing difficulties 
when they began work: filing; bookkeeping; preparing pay.t"olls; typing 
tabulations, multiple carbons, and rough drafts; making erasures, spelling, 
proofreading~ setting up letters, grammar, and speech; operating electric 
typewriter, miio.eograph,~~ switchboard, and Ditto duplicator; handling 
telephone calls; composing letters; meeting customers; organizing work; 
remembering names; working for several employers; adjusting to 
supervision; working under pressure, 1dth interruptions; and changing 
from modern techniques learned in the course to out-dated ones desired 
by employers. 
Only 19, or 12 per cent, of the respondents were still e~~eriencing 
difficulty at the time of the survey., The reasons given .for the continued 
difficulties were: (1) shorthand--either speed or technical vocabulary.; 
and (2) lack of background in English mechanics .. 
The foregoing information points out that the majority of beginning 
difficulties of the Colby secretarial graduate can be eliro.inated b,y a 
work e~erience program., 
The reason for workers• loss of jobs is due to lack of ability to 
get along with others 3 not lack of skills.. In order to determine how 
well the Colby graduates get along with others, the following questions 
were asked: (1) Do you feel that your employer is difficult to work for? 
(2} Do you feel that your co-workers are difficult to get along with? 
Only 203 or 12 per cent, of the graduates considered their employers 
difficult to work for. 
Two criticisms of employers by the respondents were: (1) they 
were perfectionists, and (2) they exerted too much pressure on their 
employees.. One respondent answered that her employer was guilty of both, 
but added that she later married him. 
Only 5, or 3 per cent, found difficulty in working with the employees 
in the office. It appears that in most cases the Colby graduates have 
little or no trouble getting along with others. 
The graduates were asked to list what they considered the most 
important knowledge or skill used on the job acquired in the secretarial 
procedures course.. Some answered that all procedures were important; 
others replied with specific anSlfers. The three most important skills 
and knmvledges listed were: (1) shorthand, by 43 respondents; (2) typing, 
by 36; and (3) filing, by 1 of the graduates. 
Other know ledges and skills learned in the course considered important 
by one to five respondents were: learning to operate office machines, 
such as the electric typewriter, SoundScriber, mimeograph, and Ditto 
duplicator; English grammar, proofreading, letter set-ups, making travel 
itineraries:~ composing business letters; meeting callers, handling 
telephone calls, using the secretary's handbook, transcribing letters, 
keeping records, and business law. In addition, the attention given to 
personal qualities, such as tact, poise, good grooming, business etiquette, 
responsibility, accurac.y, and organization, was regarded as important. 
Twenty-three, or 14 per cent of the graduates did not think that 
adequate provision was made for the fast, average, and slow learner. 
Twelve respondents felt that not enough time was spent with the slow 
learners, whereas two individuals felt that the fast learners were 
hampered by the slow ones., This may indicate a need for course content 
reorganization with less regimentation and more individualized work • 
.An evaluation of the course is made each year by those currently 
enrolled., In order to see whether the course was considered valuable by 
experienced workers, the question was asked, nno you feel that this 
course was a necessary part of your training?" Ninety-three per cent 
of the respondents answered yes. Of the 11 respondents who answered no, 
three felt that the course would have been useful if they had not completed 
similar training in high school. Two of the respondents stated that parts 
of the course had been very useful, whereas other parts were of no value. 
Six of the graduates did not give reasons for their replies. 
It was interesting to note the variety of answers between the 
students and alumnae.. The particular knowledges and skills that the 
students found of no value were used .frequently by the graduates and 
considered valuable. Some of these knowledges and skills :included 
composition of letters 3 spelling, punctuation, grammar, and miscellaneous 
typing duties. 
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This information supports the fact that in order to determine the 
importance of the secretarial procedures course, an evaluation should 
be :made by graduates with secretarial experience .. 
Numerous helpful replies were received in answer to the question, 
"Do you have any comments or suggestions that will help to improve this 
course?" Some of the suggested replies that are representative are 
listed below: 
More practice in composing business letters calling for 
diplomacy and tact would have been helpful. 
I think that a program where the girls work during vacation 
period would be an excellent Wa::J' to provide the actual 
e~erience that is needed in addition to the classroom 
training. 
Would it be possible for senior secretarial students to 
have an opportunity to visit various types of offices 
and companies before job hunting? 
More work on the electric typewriter should be required,. 
Perhaps actual telephone practice including correct voice 
tone and different methods of answering the telephone 
would help attain confidence .. 
More emphasis should be given to correct grammar 51 spelling 
and punctuation .. 
Teaching a knowledge of technical terminology would be 
helpful .. 
I would have liked more practice with the Sound.Scriber 
and other types of recording devices. 
More stress should be placed on typing carbon copies and 
typing figures. 
Further emphasis is needed on the use of business :machines 
such as on the Ditto Duplicator, accounting machine, 
switchboard operation.ll teletype.ll m:im.eograph, and electric 
typewriter .. 
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I feel that it would be very beneficial if time were given 
to a business personality course.. Personality is 90 per 
cent of what makes a successful secretary as she has to 
deal with customers .. 
More use of adding machines and calculators should be 
stressed .. 
Having a large volume of work to complete in a specific 
length of time would have helped me to get myself organized .. 
A required course in speech would have helped me to meet 
and converse ldth the well-known personalities that I see 
daily .. 
More emphasis should be placed on assuming responsibility .. 
The teacher should present a situation to the class and 
let each girl make her own decision using known facts .. 
Knowing hour to deal with complaints would have been of value,. 
I wish I knew more about minor adjustments of the typewriter .. 
1-:Iore emphasis should be given on hour to be congenial with 
the people with whom you may be working. 
Perhaps speakers who have graduated within the past five 
years could help answer questions in the minds of the 
students .. 
Requiring the girls to work for the teachers would be 
helpful .. 
.Areas of study in which improvement could be made suggested by two 
to eight graduates were: composing letters; work experience; telephone 
training; English mechanics with emphasis on spelling, grammar, and 
punctuation; dictation material with technical terminology.; typing 
multiple carbons, tabulations, and numbers; meeting people; acquiring 
accuracy; assuming responsibility; and learning to remember names, faces, 
and events .. 
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CHAPTER V 
FINDINGS 
The purpose of this study of the effectiveness of the secretarial 
procedures course at Colby Junior College in New London, New Hampshire, 
was to determine the extent to which the graduates had benefited from 
the course and to provide a basis for course revision. 
This information was obtained qy means of a questionnaire sent to 
268 graduates who had completed the course during the five-year period 
from l9S4 to 1958. Returns were received from. 164, or 61 per cent, of 
the group. The findings of the study are as follows: 
1. The knowledges and skills which had been learned in the course 
that were used by over SO per cent of the respondents, were: proofreading, 
answering the telephone, using correct spelling.~~ using correct 
punctuation, making local phone calls.~~ typing multiple carbon copies, 
transcribing from. shorthand notes" filing alphabetically, making long 
distance telephone calls, sorting mail, meeting callers.~~ typing handwritten 
letters, and keeping appointment calendar for the employere 
2. Typing activities which were reported performed frequently or 
occasiona.l.:cy cy 88 to 98 per cent of the respondents ltere: transcribing 
.from shorthand notes; typing multiple carbon copies.~~ handwritten letters.~~ 
rough drafts, reports, and tabulations. 
3. Banking activities were ranked as never performed by approximately 
60 per cent o.f the graduates. 
4. The electric typewriter and the liquid duplicator were reported 
used by over SO per cent of the respondents. From .33 to 4S per cent 
sa 
reported that they used the Photocopier 3 the Sound.Scriber and the 
:mimeograph frequently or occasionally in their daily work,. 
5.. With the exception of one graduate, all used theknowledge of 
alphabetical filing in their daily work.. From 47 to 61 per cent of the 
respondents never filed numerically or geographicallY .. 
6. The majority of respondents experienced no difficulty when first 
performing the following activities:~ answering the telephone; making 
local telephone calls, filing alphabetically, typing multiple carbons, 
meeting callers; making long distance telephone calls; typing file cards, 
labels., reports, fill-in printed forms; rough drafts., and sorting mail .. 
7.. The three typing activities which caused some difficulty when 
they were first performed were: transcribing from shorthand notes, 
typing tabulations, and typing statistical reports .. 
8.. Forty-three of the respondents reported experiencing some 
difi'iculty in composing letters, while 25 per cent found some difficulty 
in using spelling and punctuation correctly .. 
9.. The three know ledges and skills which the respondents felt were 
not adequately covered in the secretarial procedures course were: 
(1) composing business letters, (2) handling telephone calls3 (3)qperating 
the electric typewriter .. 
10., The majority of graduates found that their shorthand rate and 
typing speed acquired at Colb,y prepared them for their beginning positions. 
11. Forty-three per cent of the respondents reported beginning 
work in small offices that employed from one to nine office workers. 
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Nine per cent were employed by firms hiring from 10 to 19 office employees 
and 12 per cent by firms employing from 20 to 100. 
12. The four problems which caused the graduates difficulty when 
they first were employed were as follows: ( 1) lack of experience, 
(2) technical terminology, (3) learning the business., and (4) dictation 
and transcription. 
13. The three most important knowledges and skills learned in the 
course according to the respondents were: (1) shorthand, (2) typing, 
and (3) filing. 
14. Eighty-eight per cent of the respondents reported that shorthand 
was a requirement for the position which they held. 
1.$. Eighty-six per cent of the respondents felt that the course 
contained adequate provision for the fast., average, and slow learner. 
16.. Ninety-three per cent of the graduates felt that the secretarial 
procedures course was a necessary part of their training. 
17.. The majority of respondents stated that they enjoyed secretarial 
work and showed that they had adjusted to work by the following: (1) the 
number of' promotions they received_, (2) their ability to get along with 
their employers and co-workers, (3) the number of positions they had 
held since graduation. 
18. From two to eight graduates indicated that the following areas 
needed improvement in the secretarial procedures course: 
(1) letter composition 
(2) work experience 
(3) telephone training 
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{4) English mechanics 
(5) typing multiple carbons, tabulations, and numbers 
(6) meeting people 
(7) acquiring personal qualities such as accuracy, 
responsibility and remembering names and faces 
CHAPI'ER VI 
RECOMMEND&.TIONS FOR IMPROVING 
THE SECRl.!:TARIAL PROCEDURES COURSE 
After careful~ analyzing the information obtained in the survey~ 
the following recommendations are presented for consideration: 
1. A need was shown for timed production work requiring the 
students to make decisions combining judgment with technical know ledges 
and skills. This should include typing multiple carbon copies~ handwritten 
letters, rough drafts~ reports, and tables. 
2. In order to overcome the difficulty experienced in typing 
numbers in tabulations and statistical reports, the numbers on the 
keyboard should be thoroughly reviewed and used constant~ throughout 
the course., 
3. A great need was shown for increased instruction in composing 
letters. Letter composition should be introduced in beginning typing 
classes, and it should be followed by a more complete unit on letter 
writing in the secretarial procedures course. 
4. A need for increased strengthening of instruction in English 
mechanics including spelling, punctuation, grammar, and vocabulary was 
shown. A pre-test in English grammar should be given to all secretarial 
procedures students in order to determine individual weaknesses. 
Individual remedial work should be assigned for those not reaching 
standards. Practice in typing and editing handwritten letters, rough 
drafts, reports, minutes of meetings, SoundScriber dictation, and 
typewriter dictation should be given to force the student to apply his 
knowledge of English mechanics. 
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5. Since over 50 per cent of the respondents experienced some 
difficulty in using the electric typewriter., provision should be made for 
each student to complete a required amount of work on the electric 
machine .. 
6. A definite need was sho'tm for a 'tiork-experience program.. In 
order to help the graduates make the adjustment from school to work., it 
is strongly recommended that work experience during spring vacation be a 
requirement for the secretarial procedures course .. 
1.. Since the location of Colby prevents field trips to offices., it 
is recommended that each student make an individual field trip to a small 
and a large office and report to the class .. 
6.3 
8.. Telephone 1:.1:-aining should be continued., and if possible., it should 
be offered just previous to work experience., 
9.. More emphasis should be placed on developing the employable 
personality.. Self-rating charts should be used periodically throughout 
the year.. This will enable the student to discover her weaknesses in 
personality while she has the opportunity of improving. 
10& The dictation part of the course should include guest dictators 
and the dictation of long., technical reports. 
11& The course should include instruction and practice in meeting 
callers. 
12" The standards and atmosphere of a business office should be 
maintained in the secretarial procedures course .. 
13.. A survey of graduates should be made periodically so that the 
course content will continue to keep the demands of the course in line 
'tv.ith business needs .. 
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APPENDIX 
SECRETARIAL SCIENCE DEPARTMENT 
COLBY JUNIOR COLLEGE -
April 30, 1959 
Miss Jane Smith 
106 Main Street· 
New London, New Hampshire 
Dear Jane: 
NEW LONDON 
NEW HAMPSHIRE 
Since you graduated from the Secretarial Science program of Colby, you 
probably have had an opportunity to do office work.- Your evaluation of 
the Secretarial Procedures course will be _of particular interest and 
help to us now that you have had the opportunity to apply your kno~rledges 
and skills to actual business problems. 
T.he first part of the enclosed questionnaire is concerned with the degree 
of use of the secretarial knowledges and skills in your daily work. It 
is concerned also -vrith the amount of difficulty you encountered vrhen you 
were first required to use these know ledges and skills. In other words, 
did you feel adequately :prepe..red for the job at hand, or did you idsh 
that you had had more preparation? 
T.he second part is composed of questions that can be answered by "yes"or 
"no" or by short ansvrers. Your frank comments about a:n:y of these ansiv-ers 
-vrill be welcomed. All of this information will be kept confidential. 
Your help in filling out the enclosed questionnaire will be greatly 
appreciated. It is only through constant revision that "tre can continue 
to improve-9ur program. 
Ma:y ,,re hear from you soon? 
Sincerely yours, 
Margaret A. Kurtz 
Instructor in Secretarial Procedures 
jp 
enclosure 
·A SURVEY OF THE EFFECTIVENESS OF SECRETARIAL PROCEDURES COURSES AT COLBY JUNIOR COLLEGE 
Name Year of graduation 
------
Io The knowledges and skills that this course aims to develop are listed below. 
; 
i 
I 
' 
' 
I 
i 
Place a check mark in the appropriate column_in Part A to indicate the approximate 
frequency of use of the knowledge or skill in your daily work. 
Place a check mark in the appropriate column in Part B to indicate the amount of 
difficulty you experienced when you first used this knowledge or skill. 
Pa,rtA Part B 
J;:r (I) ~ rl rl ctl I>.> ~ ~ I>.> 
-::: § ...., 
~ •r-1 o'3 mr;:~ ~~ (/J f.i S::t> 0(.) ~ (.) ctl (J) KNOWLEDGE OR SKILL •.-1 fl.)•.-1 •.-1 oM (J) C) ~ t: 1f-t . (/J 1f-t l1 (.) 1f-t S::lf..t 0 s:: •.-1 •.-1 0 •.-1 
~ ~ (.)~ 
I Typing 
Typing multiple carbon copies . . . • . . • . . I 
Typing mimeograph stencils ••• . . . . • . . .. ! 
Typing master stencils (Ditto). . . . . • • . • ' 
Typing tabulations ••••••• . • . . • • • . 
Typing bills, invoices, and purchase orders .. • Typing fill-in printed forms. • • • • . • • " .. Typing manuscripts ••• o • • • • • . • • • • • 
Typing statistical reports. . . . • . • . . . 0 
Taking dictation directly at the typewriter • .. 
Typing from rough drafts. . • . • . • 0 • e • • 
Typing reports .. . • . . • • 0 • • . . . • • . . 
Typing graphs • • .. • . • . • . . . . • . • . • 
Typing file cards and labels. • • . . • . • • • 
Typing letters 
ao Transcribing from shorthand notes • • • .. b c Typing from handwritten letters . • • • • 
Banking ' 
Making out checks and balancing the checkbook • 
Preparing deposit slips • • 0 . • . 0 . • • • • 
Reconciling a bank statement. . . . . . . . . .. 
Machines 
· Operating the SoundScriber. . • . . • • • • • .. 
-Operating the liquid duplicator (Ditto) : • • • .. 
Operating the Mimeograph (A. B. Dick) • .. " • • Operating the electric typewriter . . • • • . . 
Operating the Flexowriter . • • . . . . • 0 0 
" Operating the Addressograph . . . • . • .. . • • + Operating the photocopier l a. Verifax. e • • . • . 0 • . . . • • .. . . i 
b .. Other (name) • • • .. .. I I 
Part .·~ -2- PART B 
:>-. 
:>-. ~ 
rl ro 
+> § ~ 
~ ·r-1 Ul f.< 
0" ro (]) KNOWLEDGE OR SKILL (]) 0 :> 
f.< 0 (]) 
~ 0 ~ 
Filing 
Filing alphabetically . . . . . . . . . . . . . . . 
Filing geographically . . . . . . . . . . . . . . . 
Filing numerically . . . . . . . . . . . . . . . . 
Filing by subject . . . . . . . . . . . . . . . . . 
Coding material to be filed . . . . . . . . . . . . 
Miscellaneous 
Operating a switchboard . . . . . . . . . . . . . . 
Meeting callers . . . . . . . . . . . . . . . . . . 
Making telephone calls (local). . . . . . . . . . . 
Making telephone calls (long distance). . . . . . 
Answering the telephone • . . . . . . . . . . . . 
Composing letters . • . . . . . . . . . . . . . . 
Sorting mail . . . . . . . . . . . . . . . . . . 
Sending telegrams . . . . . . . . . . . . . . . . 
Ordering supplies . . . . . . . . . . . . . . . . 
I Keeping an appointment calendar for employer. . . 
Making appointments . . . . . . . . . . . . . . . 
Making out a payroll. . . . . . . . . . . . . . . . 
. Using business arithmetic 
' 
. . . . . . . . . . 0 . 
·- Using correct spelling. . . . . . . . . . . . . . 
J Using correct punctuation . . . . . . . . . . . . 
-=f-.- Proofreading your own typing. . . . . . . . . . . -- Making travel arrangements . . . . . 0 . . . . . 
- - Using knowledge of business law 
a. Typing legal forms . . . . • . . . . . . . 
b. Using legal vocabulary . . . . . . . . . . 
c. Using information on contracts 0 . . . . . 
d. Using information on bailments . . . . . . 
e. 
. 
Using inf ormation on agency. . . . . . . . 
Other 
II. Place a check mark in the appropriate column. When necessary, any 
comment or explanation of your answer will be beneficial. 
0 
~ 
1. Is there any knowledge or skill which you feel was not adequately 
covered in the Secretarial Procedures course? 
2. Do you enjoy secretarial work? 
J. Is shorthand required for your position? 
.' 
' 
Q) 
~ :>-. rl +> ~ 3 rl f.< ~g Q) 0 '0. 
•r-1 O·r-1 •r-1 
4-1 U)(r.j Ul 
4-1 4-1 § 
·r-1 •r-1 
"Cl "Cl C) 
; 
l 
. 
; 
. 
·, 
I 
Yes No 
~ 
rl 
::s 
0 
•rl 
~ 
4-1 
•ri 
"Cl 
-3-
4. 1~Jhat 't'll'as your five-minute shorthand rate at graduation? __ 
t'Tas this adequate for your position? 
5. What was your gross five-minute typing rate at graduation?_ 
Was this adequate for your position? 
6., Did you begin work in a one-girl office? 
If not, how many other office workers were employed? 
---
7 .. Were you given on-the-job training for your first position? 
On any succeeding position? 
B. Hol'r many firms have you worked for since graduation? 
---
9. How many promotions have you had with your present firm? 
---
10. Hhat caused you the most difficulty when you began to work? 
11. Do you still have difficulty? If yes, explain. 
12. Do you feel that your employer is difficult to work for? 
13. Do you feel that your co-workers are difficult to get along with? 
14. Nhat do you consider to be the most important knowledge or 
business skill used which you learned in the Secretarial 
Procedures course? 
1.5. Do you feel that adequate prov~s~on \vas made to deal with the fast, 
average, and slow learner? 
16. Do you feel that this course was a necessa~J part of your training? 
17., Do you have any comments or suggestions that will help to improve 
this course? (Use the back of this page, if more space is needed.) 
Yes No 
